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Good Afternoon,
 
As a reminder, the EPA Remote Work Advisory Board has begun serving in its advisory role with
regards to current employee remote work requests.  The scope and purpose of the Advisory Board is
to provide guidance on precedent, impact, and other matters related to the agency’s management
and administration of remote work. Our intent is to provide a tool for decision-makers to help them
take into account a holistic agency wide view so that we have fair, equitable, and consistent
implementation across the agency. 
 
Now that we have had the opportunity to work through a number of requests we would like share
some updates and recommendations that we believe will improve this process. As we strive to
provide sound guidance and promote consistent implementation, we are recommending that, in
general, the annual number of trips from the proposed remote work location to the EPA office be
less than 2% per year, or 5 working days or less, to be in line with the rare criteria of remote work
portability.  If you determine that something larger than that constitutes “rare” please note that in
your preliminary determination. In addition, to ensure we have the appropriate information to
accurately provide advice, please include a detailed and relevant description of duties in the Remote

Work Package.  The Routing Sheet has been modified to now contain a section to provide this
detailed information.  You may also attach a supplementary document within the package that best
describes the employee’s current and pertinent duties.  If you choose to attach the employee’s

Position Description, you must ensure that the information is up to date and accurate. The 
Routing Sheet has also been updated to include a narrative section and signature line for the
Deciding Official to record their preliminary decision.  Please note that this document link is live and
will always contain the most up to date version. 
 
If have not done so already, please also complete the POC Spreadsheet with those designated as
official remote work points of contact for your office.
 
Again, we appreciate your feedback and your cooperation as we work to implement this significant
agency-wide effort.  Please reach out to Megan McCuen with any questions. 
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